CURRICULUM 
VITAE 


Iffat Ruby 


Area 37/C, Street#05, House#17 Landhi Baber Market, Karachi, Pakistan. 
E- mail: iffatali9 @ gmail. com 


Career Objective: 

To be a successful person and to work in a reputable organization that provides challenging 
environment where I can polish my skills through the advancement of modern working 
methodology of society to perform a vital role in such an organization, where I can utilize my 
knowledge and my skills and learn to confront the professional world. 


PERSONAL: 

Full Name : Iffat Ruby 
F/Name : Aniq Ahmed 
Nationality : Pakistani 
Religion è Islam 
Marital Status : Single 

DOB : 17-08-1987 


Academic Qualification: 


e MBA-HR from Iqra University main campus in the year 2015. 
e B.Com from Government College for women korangi #4 in the year 2010. 


e Intermediate (pre-medical) from D.A Degree College for Women Phase-8 in the year 
2007. 


e Matriculation (Science) from Bright Career School in the year 2004. 


Languages: 


e English 
e Urdu 


Area of Interest: 


e Management 
e Research 


Experience 


e Six months internship in HR & Risk management & Compliance department of JS Global 
Capital Limited from 03 March to 02-Aug 2015. 


e Currently working as an Assistant Manager in operation department of JS Global 
Capital Limited since last 6 yrs. 


Job responsibilities include: 


e Deal walk in clients and provide them proper information. 
e@ Support Front Office queries related to client on boarding and client due diligenceprocess. 


e Having correspondence with all traders, clients and CDC on daily basis to get resolved 
discrepancies pertain to their Accounts. 


e Coordinating with various Institutions & Individual Clients on a daily basis for the 
prompt settlement of all trades. 


e Ensuring timely payments/deposits to corporate clients and our company respectively. 


e Ensuring that a smooth flow of information exists b/w the finance department and thesettlement 
department pertaining to inflow and outflow of funds of the company. 


e Coordinating with various Institutions & Individual Clients on a daily basis for the prompt 
settlement of all trades. 


e@ Supervise the individual client’s desk to work effectively and efficiently including the dispatch 
team responsible for the delivery of contracts and payments & all other official documents. 


e Having correspondence with NCCPL for individual clients CKO. 


Projects and Report: 
e Prepared reports on Recruitment and selection, Training anddevelopment, 
Performance and compensation for different companies. 
Hobbies: 


e Reading 
e Browsing on internet 


Interpersonal skills: 


Interactive 

Capable to accept challenges 
Confident 

Motivate other people to work 


Computer Skills: 


e Internet 

Email 

Browsing 

Ms Offfice 

SPSS 

EVIEWS 

e Advance MS Excel certificate in 2017. 


Extra Curriculum Activities 


e Got “Advance MS Excel Certificate” from Pakistan institute Of Management Sciencein 
2017. 


Other Skills: 


Presentation Skills 

Writing skills 

Knows APA format 

Communication skills 

Dealing with the diverse people efficiently. 
Ability to perform well under challenging circumstances. 


